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Agency 

S t . M a r y ' s C o u n t y - P r o c u r e m e n t O f f i c e 

D i v i s i o n 

Item 
No. D e s c r i p t i o n R e t e n t i o n 

1. P u r c h a s e O r d e r / C o n t r a c t s f i l e 

F i l e s c o n t a i n i n g c o p i e s o f s p e c i f i c a t i o n s , 
b i d s , c o r r e s p o n d e n c e a n d i n v o i c e s f o r 
m a t e r i a l s o r c o n s t r u c t i o n o r d e r e d b y 
c o u n t y o f f i c e s . P u r c h a s e o r d e r s a r e u s e d 
f o r i t e m s u n d e r $ 5 0 0 0 , c o n t r a c t s f o r o v e r 
$ 5 0 0 0 . 

R e t a i n 3 y e a r s a f t e r 
t h e c o n t r a c t / p u r c h a s e 
o r d e r i s c o m p l e t e d o r 
u n t i l a l l a u d i t s a r e 
c o m p l e t e d , w h i c h e v e r 
i s l a t e r , t h e n d e s t r o y 



R E C O R D S I N V E N T O R Y W O R K S H E E T 

I ) Department 

P r o c u r e m e n t 

D i v i s i o n S e c t i o n 

2) Name & t i t l e of person r e s p o n s i b l e f o r r e c o r d s 

^ ^ a m e s P . H a l e y 

O f f i c e s e c r e t a r y / c l e r k 

3 ) Records s e r i e s t i t l e 

P u r c h a s e O r d e r / C o n t r a c t s F i l e 

4 ) E a r l i e s t d a t e / L a t e s t d a t e 

1 9 8 2 - 1 9 9 4 

J 5 ) D e s c r i p t i o n of r eco rd s e r i e s (Con ten t , pu rpose , who c r e a t e s , form numbers, e t c . ) 

P . O . a n d C o n t r a c t f i l e s c o n t a i n c o p i e s o f b i d s , c o r r e s p o n d e n c e , s p e c i f i c a t i o n s , 
a n d i n v o i c e s f o r i t e m s o r w o r k o r d e r e d b y c o u n t y o f f i c e s . P u r c h a s e 
o r d e r s a r e f o r c o s t s o f u n d e r $ 5 0 0 0 ; c o n t r a c t s f o r t h o s e o v e r $ 5 0 0 0 . 
F i l e s a r e n u m b e r e d s e q u e n t i a l l y . 

6 ) L oca t i on of r e co rd s 

P r o c u r e m e n t o f f i c e 

7 ) C o n d i t i o n s of s t o r a g e a r e a ( S e c u r i t y , 
env i ronment , f i r e p r o o f ) 

Good x F a i r Poor 

8 ) Volume 

30 c u . f t . 

9 ) Records s t i l l b e ing c rea ted? 

x_Yes No 
1> 

10.) Annual a ccumu la t i on 

10 c u . f t . 

9 ) Records s t i l l b e ing c rea ted? 

x_Yes No 
1> 

I D Records s e r i e s c h a r a c t e r i s t i c s 
TYPE: 

SIZE: 

TATUS: 

RRANGE-
MENT: 

x Paper Card 
Machine Readab le 

x L e t t e r x L e g a l 

x O r i g i n a l Copy 

x C h r o n o l o g i c a l 

Geog r aph i ca l 

Bound Volume 
O t h e r ( s p e c i f y ) 

M i c r o f i l m Aud io t ape V ideota j -

Other ( s p e c i f y ) 

A l p h a b e t i c a l by 

O t h e r ( s p e c i f y ) 

Numer i ca l by 

12) Are r eco rds indexed? 

Yes No I f y e s , i d e n t i f y 

1 3 ) Reference f requency ( check , i n s e r t numbers, c i r c l e a p p r o p r i a t e wo rds ) 

2 t imes , d a i l y , week ly , monthly, annua l l y f o r -| p months, y e a r s Never a f t e r 

L4) In format ion a v a i l a b l e e l sewhere? 
x Yes No I f y e s , where s p e c i f i c a t i o n s o n d i s k e t t e s 

I S M i c r o f i l m e d 
Yes x No 

TT5 How s to red? 

x F i l i n g c a b i n e t s 

|16) Cond i t i ons of r e co rds 

x Good F a i r Poor She l ve s Boxes 

L g ) Any known requ i rements for r e t en t i on? ( s t a t u t e s , 
e t c . ) 

19) Aud i t r equ i rements? 
None S t a t e ^ F e d e r a l ^ I n d e p e n d e n t 

[20) Access r e s t r i c t i o n s ? Yes x No 
Exp l a in ( c i t e laws or r e g u l a t i o n s ) : e x c e p t i n c a s e s o f p r o p r i e t a r y i n f o r m a t i o n i n b i d s 

|21) Recommended r e t e n t i o n 

> t a i n 3 y e a r s a f t e r c o n t r a c t / p u r c h a s e o r d e r a g r e e m e n t i s c o m p l e t e d o r 
i t i l a l l a u d i t s a r e c o m p l e t e d , w h i c h e v e r 

i s l a t e r , t h e n d e s t r o y . 
22) P repa red by/da te 

24) A r c h i v i s t / M t e 23") Dep^rtment/Head/ / Date 


